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Dearllll: This is a request under the 
Freedom of Information Act. 

I request that a copy of the following docu-
ments [or documents containing the fol-
lowing information] be provided to me: 
[identify the documents or information as 
specifically as possible]. 
[Sample requester descriptions] 

—A representative of the news media affili-
ated with the llll newspaper (magazine, 
television station, etc.) and this request is 
made as part of news gathering and not for 
commercial use. 

—Affiliated with an educational or non- 
commercial scientific institution, and this 
request is not for commercial use. 

—An individual seeking information for 
personal use and not for commercial use. 

—Affiliated with a private corporation and 
am seeking information for use in the com-
pany’s business. 

[Optional] I am willing to pay fees for this 
request up to a maximum of $llll. If you 
estimate that the fees will exceed this limit, 
please inform me first. 

[Optional] I request a waiver of all fees for 
this request. Disclosure of the requested in-
formation to me is in the public interest be-
cause it is likely to contribute significantly 
to public understanding of the operations or 
activities of government and is not primarily 
in my commercial interest. [Include a spe-
cific explanation.] 

In order to help you determine my status 
to assess fees, you should know that I am 
(insert a suitable description of the requester 
and the purpose of the request). 

Thank you for your consideration of this 
request. 

Sincerely, 

Name llllllllllllllllllll

Address lllllllllllllllllll

City, State, Zip Code llllllllllll

Telephone Number [Optional] llllllll

APPENDIX B TO PART 2507—FREEDOM OF 
INFORMATION ACT APPEAL FOR RE-
LEASE OF INFORMATION (SAMPLE) 

Appeal Officer llllllllllllllll

Name of Agency lllllllllllllll

Address of Agency lllllllllllll

City, State, Zip Code llllllllllll

Re: Freedom of Information Act Appeal. 

Dearllll: This is an appeal under the 
Freedom of Information Act. 

On (date), I requested documents under the 
Freedom of Information Act. My request was 
assigned the following identification number 
llll. On (date), I received a response to 
my request in a letter signed by (name of of-
ficial). I appeal the denial of my request. 

[Optional] The documents that were with-
held must be disclosed under the FOIA be-
cause * * *. 

[Optional] Respond for waiver of fees. I ap-
peal the decision to deny my request for a 
waiver of fees. I believe that I am entitled to 
a waiver of fees. Disclosure of the documents 
I requested is in the public interest because 
the information is likely to contribute sig-
nificantly to public understanding of the op-
eration or activities of government and is 
not primarily in my commercial interest. 
(Provide details) 

[Optional] I appeal the decision to require 
me to pay review costs for this request. I am 
not seeking the documents for a commercial 
use. (Provide details) 

(Optional] I appeal the decision to require 
me to pay search charges for this request. I 
am a reporter seeking information as part of 
news gathering and not for commercial use. 

Thank you for your consideration of this 
appeal. 

Sincerely, 
Name llllllllllllllllllll

Address lllllllllllllllllll

City, State, Zip Code llllllllllll

Telephone Number [Optional] llllllll

PART 2508—IMPLEMENTATION OF 
THE PRIVACY ACT OF 1974 

Sec. 
2508.1 Definitions. 
2508.2 What is the purpose of this part? 
2508.3 What is the Corporation’s Privacy 

Act policy? 
2508.4 When can Corporation records be dis-

closed? 
2508.5 When does the Corporation publish 

its notice of its system of records? 
2508.6 When will the Corporation publish a 

notice for new routine uses of informa-
tion in its system of records? 

2508.7 To whom does the Corporation pro-
vide reports to regarding changes in its 
system of records? 

2508.8 Who is responsible for establishing 
the Corporation’s rules of conduct for 
Privacy Act compliance? 

2508.9 What officials are responsible for the 
security, management and control of 
Corporation record keeping systems? 

2508.10 Who has the responsibility for main-
taining adequate technical, physical, and 
security safeguards to prevent unauthor-
ized disclosure or destruction of manual 
and automatic record systems? 

2508.11 How shall offices maintaining a sys-
tem of records be accountable for those 
records to prevent unauthorized disclo-
sure of information? 

2508.12 What are the contents of the sys-
tems of records that are to be main-
tained by the Corporation? 

2508.13 What are the procedures for acquir-
ing access to Corporation records by an 
individual about whom a record is main-
tained? 
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